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Purpose 
 
This policy defines the ways in which the County fulfills public records requests received under 
RCW 42.56 and SCC 2.51.  County courts are covered under separate rules and standards, 
and are generally exempt from this policy. 
 
Background 
 
The County’s public records, both hardcopy and electronic, are subject to disclosure and 
production under the Public Records Act (PRA), Chapter 42.56 RCW. There are specific 
deadlines for responding to PRA requests and for producing responsive records established by 
the PRA. The County is subject to daily penalties and the payment of attorney fees and costs for 
failing to comply with the requirements of the PRA. The County’s goal is to ensure compliance 
with the requirements of the PRA while minimizing the impact of these requests on the delivery 
of other services to the citizens of Snohomish County.  
 
Scope 
 
This policy covers public records requests for public records prepared, owned, used, or retained 
by any department or office of Snohomish County government, excluding the Snohomish 
County Courts. Any public records kept in electronic or hardcopy format are subject to 
production under the PRA, unless the record or its contents are defined as exempt by the PRA 
or other applicable law. 
 
Authority 
 
Authority is derived from Revised Code of Washington 42.56 and from Snohomish County Code 
2.51.  
 
Definitions 
 
Public Records means all records prepared, owned, used, or retained by any department or 
office of Snohomish County government, excluding the Snohomish County Courts.  This 
includes both hardcopy and electronic records.  
 
Public Records Requests refers to requests submitted by persons or entities for Snohomish 
County’s public records.  Specific information may be exempt from production under the Public 

http://apps.leg.wa.gov/rcw/default.aspx?cite=42.56
http://www.co.snohomish.wa.us/Documents/Departments/Council/county_code/CountyCodeTitle2.pdf
http://www.co.snohomish.wa.us/Documents/Departments/Council/county_code/CountyCodeTitle2.pdf
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Records Act, Chapter 42.56 RCW. As a result, the response process includes a review to 
ensure that exempt information is identified and redacted or withheld from production.  
 
The Public Records Officer is identified and the duties are as outlined in Snohomish County 
Code 2.51.035.  
 
Public Records Specialists are appointed and the duties are as outlined in Snohomish County 
Code 2.51.040.  
 
Employee means any person who works for Snohomish County, as a paid employee, volunteer, 
or contractor. Every employee is responsible for maintaining their files and records to comply 
with both the PRA and the applicable records retention schedules. For Public Records 
Requests, employees must: 
 

1. Search for records within their area of responsibility, for records responsive to public 
records requests, upon request of the their department or office’s Public Records 
Specialist; 

2. Respond to requests to search for records in a timely manner, in accordance with 
timelines established by the Public Records Officer or appropriate Public Records 
Specialist; and 

3. Track and report to their assigned Public Records Specialist the staff time expended in 
searching for and responding to requests for public records.  This includes the time spent 
in determining whether exempt information exists in the records which have been 
requested. 

 
Policy 
 
All records prepared, owned, used, or retained by the County are subject to production under 
the PRA, regardless of which office or department originated or manages the record.  The sole 
organizational exception is for records controlled by the Snohomish County Courts, which for 
these purposes is considered a part of the Washington State Court system. Exemptions related 
to the types of information which do not have to be disclosed are contained in the PRA and 
other applicable laws.  For additional information, refer to the Public Disclosure Committee 
SharePoint page.  
 
Accepting Requests 
All formal public records requests shall be submitted in accordance with SCC 2.51.050.  
Informal public records requests may be made in accordance with SCC 2.51.060. 
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